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ABSTRACT . - 

Designed for use by Michigan community colleges 
wishing to conduct a self-study of their occupational programs^ this 
manual provides step-by-step instructions and instrumentat ion f or 
implementing the Program Review in__Occupational Education [PROE) 
model. PROEisa cbmpohintbf the Michigan Community College 
Occupational Educatibn. Evaluation System (MCCOEES). An initial 
overview describes PROE, explains how it works^ and discusses the 
additional bption bf an outside validation team's visit. The next 
section details the steps involved in a PROE self-study: (1) advance 
planning, which includes steps such as ident i fying programs and 

participants to be involved and events to be scheduled; (2) 

brientatibn for self-study participants; { 3 ) cbmplet ibn of PROE 
questionnaires by faculty , students , and advisory cbmmittee members ; 
(4) tabulation and analysis of data to createa prbgram profile; (5) 
preparation of a written report; and (6) development of a college 
action plan. The validation vi s it is described in the next section, 
which focuses on the selection of the site visit val idat ion team , ^ 
preparation for the team visit, the validatibri visit , and the team^s 
written report. The bulk bf the manual consists of appendices, which 

include a suggested schedule arid sample procedures for PROE 

self-studies; an agenda for the or ientat ion meeting; a press release; 
PROE questibnnaires; a suggested report format; and other relevant 
forms and guidelines. (LL) 
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The Michigan Community College Occupational Education Evaluation 
System grew out of an expressed need for a comprehensive planned approach to 
evaluating community college occupational programs. Guided By a steering 
committee of local and state community college prpfessioncds, the system 
includes four elements: 

• Student Flow Model 

• Program Self-Study ; 

• Financial Analysis 

• Management Plan ? 

The Steering Committee set tlie following principles as essential to the 
development of the system: 



• bocjal initiation of the process 

• Local administration of the activity 

• Quantitative and qualitative data gathering and study 
9 Self -study with voluntary validation 

• Individual program orientation 

• Outcomes to be available as a tool to produce a management plan 
for action 



• Quantitative data aggregated for reporting purpc^es on the state 
level 

• . Coordination of data gathering to avoid duplication 

• Provision for a continuing committee at the policy level made up 
of users of the system. 

The student flow Michigan Student information System (MiSIS) and 
program self-study Program RevievT^ In Occupational Education (PROE) model3 
are ready for impiementation in 1980. The financial analysis and management 
planning elements are in the process of development. 

PROi provides the procedures and instrumentation for a cbllefice to self- 
study ail occupational program through coUecting the pereeptions of a variety of 
individuals involved* The system has been field tested by Henry Ford Cornmunity 
College and Mi^ Michigan Community College in preparation for implementatibh 
in 1986^ The effectiveness of PROE will depend oh continual refinement and 
revision based on the input of community colleges who voluntarily use the 
system. We invite your comments and suggestions for improvement and 
appreciate your support for quality occupational education in Michigan 
community coHeges. 

Program Evaluation Task Force 
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__ —^tx - 
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- to. tod concern for community college occupational program characteristics and 
needs helped to keep the process simple and practical. The work of the Task 
Force was directed by the Miehigan-Commuhity College Occupational Education 
Evaluation System Steering Committee. The members of both of these groups 
} are listed on the next page. 
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OVERVIEW 



This handbook describes an evaluation system caUed PRQE (Program 
Review in Occupational Education). Why is that important to you? Through 
PROE, you can learn , the answers to some very importent questions. How well 
are we preparing our students for their future jobs? What can we do to improve 
our' occupational training programs? Are we meeting the needs of industry for 
entry level employees? 

WHATISPROE?^ 



PROE is an evaluation syste: : designed especially for community 
colleges. PROE asks the people involved with occupational education at a 
college how they feel about their program. Faculty, students, and advisory 
committee members are asked to provide their views on a questionnaire, 
eom^ilations of these perceptions become a profile of the occupational program - 
at your coUege. This gives you the data and information neieded to make better 
decisions about: 

- 

, • Changes for program improvement. 
4 Resource requirements and allocations. 
• Future directions for occupational educetion. 

PROE, then, is based on what you and your coUeagues know end think 
about your occupational program. It systematically coUects these perceptions 
and organizes them so you can. do somethirig about them. 



The tabulation of responses profiles your program: 



• Strengths and 

• Criticed Needs for Irnproverherit 

This data is organized into a written report for uise at the program level 
and helps college professionals make decisions about program modification or 
redirection. PROE data is considered along with information collected through 
other sources _ such as MiSIS. For example, PROE questionnaires from current 
students arid MiSIS surveys of students who have left or completed programs 
provide a wide spectrum of student views on the relevance of occupational 
education programs to current and future employment. 

VALIDATION QF SELF-STUDY 

Your college may have, the added service of a visit by a teami of your 
peers who will validate your self-^tudy. Teami members are from community 
colleges, industry, and the community. All are selected because they have some 
specific expertise in occupational education. All are trained to apply the system. 



HOW PROE WORKS 

Your college decides it wants to take an intensive look at ah 
occupational program. That decision becomes translated into action. A 
coordinator for the self^tiidy is appointed - possibly the occupational dean or 
division or department chair. The coordinator will probably pick some people to 
help with the process - a Self-study Committee. They will plan for your college 
self-study. You may want to self-study a sin^e program or several programr at 
the same time. 

All college prdfeesionals who will participate in the study, such as 
occupational faculty, division or department chairpersons, program coordinators ^ 
attend an orientation meeting. That meeting explains the process, tells you how 
much of your time it will take, how you will be involved^ and covers the 
procedures. You are given a qiiestibhhaire to complete and a deadline date for 
turning it ^ in. Some faculty are given questionnaires for their students to 
complete. Advisory committee members, too, are asked for their views. 

All of the completed questiohhaires are returned to an objective unbiased 
peirsbh for tabulation and analysis. Each responding group gives their opin "ws on 
some similar areas of importance to occupational program quality, such as 
facUities, equipment, placement. Some participants, faculty for example, 
respond to items they are in the best position to know about such as adaptation 
of instruction to student needs and interests. The assessment is based on 
objective standards of program performance and not personnel appraisal. Every 
effort has been made to remove personal bias from the process^ 



^TF.Pa TO PRQE 

Section 1 - Self-Study 

Successful self-study starts with careful planning and 
scheduling. As soon as your college decides it wants to do 
a thidk*dugh review of an occupationpi program, the self^ 
study coordinator and cbmmittse are chosen^. These key 
persons become familiar with the procedures and the 
instruments. Next they identify: 

• Programs to be included in PROE. 

• Potential participants, using Appendix A as a 
worksheet. 

• Schedule of main events - starting with orientation 

% 

and ending with the^ action plan, see Appendix B. 

• If self^tudy validation is to be used. 

SampHng may be a consideration if such respondent groups 
as students are sizeable enough to make sampling more 
realistic. If sampling is to be used. Appendix C is 
consulted. 

After these plans, are made, requirements for self -study 
instruments are determined and the order form is com- 
pleted and sent to West Shore Community eoBege (see 
Appendix A). If the college prefers to produce its own 
instruments, a set of printing masters is available. 
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STEP 1 

ADVANCE 

PLANNING 



The team visits your college for two or three days and becomes 
thoroughly familiar with your occupational education program. This is done 
through: 

i Comprehensive review of the self-study* 

• Interviews witH self-study participants. 

• Observations on campus. 

• Review of reports and college information. 

After the team learns what you are doing in the occupational education 
program, and what you think about it, they develop a consensus profile of your 
program. They tell you where and why they agree or disagree with your self- 
study profile. The team may identify some strengths you are too modest to 
claim or some weaknesses you're too-close-to to see. These visiting" professionals 
help you sharpen and focus your occupational education profile and set priorities 
for future action. 

1 

On the following pages, PROE is described step-by-step, including the 
instruments contained in the system and instructions for their placement. 
Section I deals with the Self-Study and Section H the Validation Vi$it by a team 
of peers if the college elects to include this service. 
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fho' objective of self-study is to have 100% of the 
participants complete and return the' iristrurherit. To' 
achieve this objective a control system is needed. The 



COMPLETION college coordinator selects an assistant to keep track of: 

Qp • Instrument placement. 

• Instrument return. 

SELF-STUDY FoUow-up contact to remind participants of the 

_ deadline. 

INSTRUMENTS 

Two weeks is generaiiy sufficient time for the self-study. 
A suggested check sheet for instrument control is shown as 
Appendix E. 



PROE Forms, respondents, and guidelines for^lacement are as follows: 

FORM 1 " 



FACULTY PERCEPjnONS OF OCCUPATIONAL 
EDUCATiON PROGRAMS 
(Yellow) - See Appendix F-1. 

Consists of cjualitative assessment of program standards. for 
occupational programs aaid open end responses on program 
strengths and needs for improvement. 

RESPaNDENT: 

bivisidn/bepartment or program managers and faculty 
involved with a specific program meet to reacil co nsensus 
ratings on program standards and open end responses OR 
may complete individual forms. The college determines 
which approach will be used, 'and persons to participate in 
the self-study as part of Advance Plahhihg. Perceptions 
apply to a specific occupational program offered by the 
coHege. 



Self'-study participation 5s at its best when those involved 
understand something about PR0E, how they will be 
involved and why it is important. It is a good idea to tell 
college E>ersonnel who will not be involved and the 
community about the system. Each group may be oriented 
in a different way: 



• Occupational faculty, division/department chairs, 
pf bgrdrn bobrdinatbrs, administrators, and others who 
wiH complete a PROE Form 1 attend an orientation 
meeting. (See Agenda, Appendix D-i). 

STEP 2 • students and advisory committee members are given 

explanatory Information with the instrument as 
ORIENTATION suggested in Appendixes D-2 and I>3. 

• Non-participating college personnel are sent a 
^ written announcement from the president, (Appendix 

D-4). 

i 

i. • A news release (see Appieridix D-5) is prepared to 

orient other college personnel, students, and the 
co|nmiinity to what is going on. 

The orientation meeting is conducted by a knowledgeable 
person trained in the application of PROE, possibly the 
college self-study coordinator. 
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FORM 4 ■ ^ 

StJMMAR? PROFILE BY SITE VISIT TEAM 
(White) ~ See Appendix 

Consists of qualitative assessment of program standards for 
an occupational program. 

RESPONDENT: 

Site visit team completes consensus ratings on each item 
on the Form 4. Perceptions apply to a specific occupation- 
al program and validate the self -study. . (See Section 2, 
page 13). 
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FORM 2 

STUDENT , PERCEPTIONS OF ^ . OCCUPATIONAL 
EDUCATION PROGRAMS 
(Biue) - See Appendix F-2. 

Consists of a short form including various aspects of 
occupational, education experiences and perceptions within 
the scope of familiarity of students and written comments 
Items can be correlated with faculty and advisory 
committee perceptions. 

RESPONDENT: 

Occupational education students in at least the sec^na 
term of their progfaffl - A representative sample of stu- 
dent3 complete Form 2. Placement of instruments xs 
usually done by selecfing classes that are 'represeijtative of 
the program^ Forms are completed in cla^ and may b.e 
administered by a student, a member of the self-study 
committee, or by the instructor. Completed instruments 
are collected, sealed in an envelope, labeled with the name 
of the class or program and forwarded to the college 
coordinator. 

FOJl^ 

ADVISORY COMMITTEE PERCEPTIONS OF 
deeUPATIONAL education PROGRAMS 
(Tan) - See Appendix F-3. 

Consists of a short form of perceptions ratings on items 
importstnt to the oecupatipnal prepaiation of students and 

_ _ _ _ _ L _ _ _ _ , 

within the scope of familiarity of advisory committee 
members and open end responses on program strengths and 
needs for improvement and advisory committee utilization. 

RESPONDENT: 

All, or a representative sample of t ccupational 
program advisory committee members con a Form 3i 

Forms may be completed during a regular ni . ng of the 
committee or may be mailed. ' 

' . 1j 
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WRITTEN 

IP 

REPORT 



the coliege professional responsible for data tabulation and 
analysis prepares a written report and sends copies to 
appropriate college staff. This step is completed two 
weeks following the self-study. The report is for the use of 
the college in planning for future action to improve the 
quality of the occupational education program(s). 

V. 

The written report summarizes: 

# Occupational program strengths. 

# Priority needs for improvement. 

# Additional information of value to program 
professionals. 

A suggested format for the written report is shown as 
Appendix I. Self-study tabulations are appended to the re~ 
port. 



Information included in the self-study along with that from 

other community colleges involved in PROE during the year 

is synthesized into a statewide report of occupational 

education. This data is used to make statewide decisions of^ 

importance to occupational education and to meet 

reporting, requirements of. the Michigan State Plan for 

Vocational Education and the federal Vocational Education 
Amendments of 1976. 



Self-study instruments lare sent to a center for tabulation 
and anaiysisi This may be a college center or an outside 
service. Data collected through the self-study is organized 
so it is readily usable and understandable to college 
personnel and* Jf ^ applicable* the validation team. 
Summarizing forms show item by item responses from each 
participating group. 



STEP 4 



SELF-STUDY 
TABULATION 
AND 

ANALYSIS 



Guidelines for Self-Study tabulation are shown in Appendix 
G. 

Cbrrelatioris of responses from all groups to certain 
pfdgfam standards are made. (See Appendix H, Analysis of 
Standards of Program Quality and Respondent Group Input), 
interpretation of the self-study becomes the basis of the 
written report of occupational program strengths and needs 
for improve mi erit at the college. The self^tudy tabulations 
and written report are the basis for college decisions and 
future action. 



2i 

10 



STEPS f Q^gRCJEl „ 

Section 11 - Validation Visit 

A schedule for Self-^tudy incorporating the Validation Visit preparation steps is 
shown as Appendix L. If a coHege has self-studied several occupational programs 
at the same time, it will. generally schedule a coordinated validation visit for all 
programs. The Site Visit Chairperson will coordinate the scheduling and 
validation activities for all team' members, even though dissimilar programs may 
be involved..^ 



STEP v-i 
SELECTION 
OF SITE VISIT 
VALIDATION 
TEAM 



IF THE COLLEGE WANTS TO HAVE A VISITING TEAM 
VALIDATE ITS SELF-STUDY, that wish is made known to 
the Michigan SDE as a part of Advance Planning, (see 
Step 1). Characteristics of the college and ,the program(s) 
to be self^tudied, special areas of interest and need, and 
any particular preferences the college may have for site 
visit team member expertise are •discussed- The Com- 
munity College Services Unit- of the Department of Educa- 
tion and the Project Director are available to assist the 
college with the appointment and training of the team. 



Team size will vary depending on the size of the college, 
number of programs being self-stadied, snd any additional 
requirements. Each team will include one or more of the 
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Two Weeks after the written report is received, the college 
self-study committee develops ah action plan for 
occupational program improvement. A suggested format 
for the plan is contained in Appendix J, 

The Action Plan is :distributed to all college professionals 
involved with the program for implementation, A csbpy of 
the Action Plan may be requested by the Michigan SDE for 
use in statewide analysis of occupational education. 

College professionals who participated in the self-study 
complete a form, see Appendix that summarizes their 
impressions of the PROE ^system. This information is 
essential to the improvement of the evaluation process. 
The feedback forms are completed within two weeks after 
the college receives the written report. Distrit^ution of the 
feedback form is done in conjunction with the dissemin- 
ation of the action plan. Feedback forms are sent in sealed 
envelopes provided to the Project Director for analysis and 
use in refining the PROE system. 

Reassessment of progress in implementing the action plan 
is the college's responsibility. Scheduled check points are 
set at the time the plan is developed. Qn a random 
selection basis* some colleges participating in PROE may 
be visited by a representative -of the Michigan SDE to 
determine the influence of the system in achieving program 
improvement. 
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following types of persons: occupational dean, 
occupational teacher, . and a lay representative (i.e., 
representative of business and industry or the -community). 
Members of the team will have expertise in the specific 
occupational program(s) being studied; support programs 
and services ^Uch as counseling and guidance, placement; 

special programs/serviegs . such as disadvantaged, 

handicapped, limfted non-English speaking; and fbllow-up 
systems. The college provides the Michigan SDE with a list 
of site visit team members as sooh ais appoint m 
been confirmed. 
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STEP V-2 
VISIT 

PREPARATION 



- Prior to vii^ting the college, validation team mem^rs 
review the self-study and pertinent*college materials. The 
college self-study coordinator, in coc^peration with the 
team chairpersdn,'develoFKS a site visit schedule. Self-study 
participants who completed Form 1 are. schedtiled to be 
interviewed by a team member/ Interviews are planned for 
the convenience of college personnel and usually take about 
45 minutes. Key- college professionals such as the 
president, occupational dean, cpunseling and guidance and 
instructional administrato.rs, public information and 
pl/acement officers, cou^&lors may be scheduled for team 
interviews.. Copies of the site visit schedule^ (see Appendix 
M) with tlie interviewees listed by name and title are 
provided to the sfte visit chairperson in sufficient quantity 
for all team members. The site visit chairperson assigns 
the interviewers. , '^''^"^ 



the college assists the site visit chairperson in making 
arrangements for the team. This will include selection of 
lodging facilities, a meeting room on the campus, parking, 
ana transportation. The arrangements check-off list, 
Appendix N, is used as a guide. 



VALIDATION 
VISIT 



the site visit will take two or three days depending on the 
size of the college and the scope a.»d direction of the 
prdgram(s) being reviewed. For a single program, two days 
are generally sufficient, to validate the college's self- 
study, the team develops its own perceptions of 
occupational 'education performance through interview, 
observation^ and study of college documents and reports. 
The team develops a consensus pcoftie of their perceptibris 
of the occupational program. The team also reaches 
consensus on strengths and critical needs for improvement. 
Team consensus ratings are recorded on Form 4. Team 
perceptions are reported at an oral meeting to which self- 
study participants are invited by the college. This session 
is scheduled in the afternoon:: of the last day of the site 
visit. 
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ST EP 

TEAM 

WRITTEN 

REPORT 



Two weeks fdlldwing the corrvpletion of the site visits a 
confirming written report is sent to the college president, 
the report identifies strengths and criticed needs for 
improvement for each program self^study being validated 
and any general observations helpful to the college, 
zxppended to the report are; team consensus profile of the 
occupational program, a list of team members, and a 
schedule of site visit activities. Distribution of the report 
to professionals participating in the self-study is the 
responsibility of the college. Generally, the site-visit team 
report will be distributed with the college self-study 
report. (For written report suggested format see Appendix 
I.) . 
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APPENDIX A 



PRBE . 

MieHISAN G0MMUNITY COLLEGES ' 

COLLEGE SELF-STUDY AND VALIDATION PLANNING AND FORMS ORDER SHEET : 

•College: ^ Date: 

Col 1 ege ' 

Contact: Title: 

— » 1 

Mailing Address: Telephone: ( ) _ 

Programs .. --- — : 

Included in » 

Self -Study: ' ^ . 



Form 


Respondent(s) 


Number 


Plahhed 

Number^df 

Respondents 


Plahhed* 
NUniber of 
Interviews 


Number 
of Forms 
Required- 


1 


Gccupational Facul ty 
Div.^S Dept. 
Ghai rs 










Instructors 










Genera lists 
>r Occupational 
Administrators 










Counselors 










Other 










2 


Oicupational Students 
(Bey^ond 1st Semester) 






** 




3 


Advisory Committees 






** 





* Complete only if validation Visit requested. 

** Will be interviewed informally. No planned schedule needed; 

1. fill persons receiving Form 1 should have received a formal orientation to 
PROE by college designate. 



SEND ONE COPY OF THIS COMPLETED FORM TO: 



MiSIS/PROE PROJECT DIRECTOR 
WEST SHORE COMMUNITY COLLEGE 
3000 N. STILES RD . 
SCOTTVILLE, MI- 49454 



APPENDIX 0 



PBGE 

MICHIGAN nOMMUNITY COLLEGES 

SCHEDULE AND COORDINATING STAFF FOR PROE SELF-STUDY . College 



Program(s) 



STEPS 


ACTION 


PLANNED 
SeHEDUtE 

(WEEKS FROM 
STEP 7) 


DATES 


1 


College requests PROE 


-lb 




9 
C 


College appoint self -study 
coordinator and committee 


-10 




3 


Advance planning 


- 8 




1 4 

l:^ 


Orientation - 


- 6 




5 


Completion of self-study 
i nstruments 






6 


Self-study tabulation and \ 
analysis * j - 2 




7 


Written report distribdteel 






8 


College completes action plan 


+ 2 




9 


College feedback 


+ 2 




10 


Assessment of action plan 
accompl ishmerits 


+ i Year 





PROE COORDINATING STAFF: 





Name 


Telephone 


-1 College- Self-study Coordinator 




— f 


Self-study Committee 


















College Address 

■ 19 3a 
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APPENDIX e 



RHnq^^tRllAA^PbtNG PROCEDURES FOR PROE SELF-STUDY 
When Sampling Is Needed 

Sampling should be used only when it appears tb be the most pracUcal approach 
for the prcTram self-study. In no case is it advisable to resort to sampling in 
groups of iOO persons or fewer. For most programs, sampling wiH not be 
necessary. 

If the number of respondents exceeds 100, however, a sample should be drawn. It 
is much sounder to utUize sampling and work for a 100% response than^to over- 
extend by distributing the instruments In such wholesale quantity, that 
comprehensive follow-up becomes impossible. 

Where these conditions Spply, the method of sampling to be adopted wiU have 
been agreed upon during advance planning. Students wUl most likely be the only 
responding group it may be advisable to sample. 

A defensible procedure for sampling students is: 

_i _ - ' - " " _- 

1. Determine the number of students in your universe (e.g.^ total 
number of full- time^ students in occupational program in second 
semester courses or beyond). 

2. By program, figure the percentage of the universe in that unit and 
the number of classes tb be included in the sample. 

3. List the pertinent classes in which these students "are enrolled. 

4. Using skip numbers within each program, identify the classes to be 
sampled. The assumption is that occupational classes are about 
the same size. If a class is small (e.g., under 15) or large (e.g.^ 
over 30), technically an adjustment should be made to assure that 
the number of respondents is representative. 

Some important points to note: 

1. For any sample to b^ representative of a population within desired 
probability limits^ the sample must be selected randomly, i.e., 
every member of the population being sampled must have the 
same chance of being selected in the sa^^mple. 

2. Sample size is much more important than what percept it is of the 
population. A ten percent sample of ten is meaningless; a ten 
percent sample of 100,000 is wasteful. 
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APPENDIX D-1 



ORIENTATION MEETINTG^AGENDA 



Distribution of copies of "PROE" brochure. 

Introduction of PROE site visit chairperson by appropriate college person 
(if applicable). 

Team chairperson or college representative shows PROE slide/tape 
presentation which provides history and explanation of the system. 

Team chairper^on^s c)r college representative's explanatory comments re- 
emphasizing some of the vital points made in the hand^^ touching 
on other pertinent considerations. Suggested topics include: 

a. the involvement of many people like those attending the meeting 
(community college professionals throughout the state) in the 
development of PROE. 

b. The resultant PROE instrumentatibn^ consisting of a set of percep- 
tions items, each of which has been determined by people like 
those at the meeting to be a critical indicator regardmg the quality 
and availability of community college occupational education. 

"c. The resultant PROE procedures, in which each participating col- 
lege's self^tudy of its occupational education programs and ser- 
vices is the key element. 

d. Self-study participants: occupational faculty, counselors, admin- 
istrators, students, members of the college's occupational educa- 

^ tion advisory committees and the degree of involvement of each. 

e. t The scheduled dates of the validation team's visit (if_ applicable) to 
1 the coHege and, briefly, what the visit will involve (extensive 

interviewing on the campus arid in the community; a look at 
programs^ services, facilities:, study of various college documents; 
presentation qf the teami's oral report). 

f. The fact that aH findings of the college's self-^tudy and of the 
team's validation visit will be sent to the college president in 
writing arid will be the basis for the development of an action plan 
by the college self^tudy committee. 

g. Some kinds of matters on which the team wiH - fiind will not - 
' report. ^ 

College self-study coordinator's explanatory comments dealing with the 
self -study schedule, the impprtance of each college respondent's role in 
the self-study, and plans for distribution, collection, and control of the 
perceptions instruments. 

Question-arid-answer period. 

Team chairperson's closing remarks. 



APPENDIX D-2- 



STUDENT LETTER 
(On College Letterhead) 



TO BE READ TO CLASSES PARTICIPATING IN THE SELF-STUDY 



We are in the |)rocess of studying our (Name of Program) to learn what we can do 
to make it bettir. For this study we are using a system called PROE (Program 
Review in Occupational Education). Student views are very important. ;: 

Please take the next few minutes to complete the questionnaire that has just 
been given to you. You need not sign your name, but do indicate the name of the 
program in which you are enrolled. Most students enrolled in (Name of Program) 
at (Name of College) wUl be participating in the study. 

Irt additjon to students, others taking part in the review are teachers, 
administrators, and members of our advisory committees. All of the answers to 
the various questionnaires will be tabulated for analysis. 

Our goal, of course, is tomake sure we're doing everything we can for the career 
success of our students. Your cooperation will be greatly appreciated. 

Thanks for your help. 

Sincerely, 



(College President 
or Occupational Dean) 



ADVISORY COMMITTEE LETTER 
(On College Letterhead) 



We are in the process of evaluating bur (Name of Program) to learn what may 
need to be done to make it more effective. For this study, we are using a system 
called PROE (Program Review in Occupational Education). 

Advisory committee views are very important to us. It would help if you would 
take a few minutes to complete the attached form and return it in the envelope 
provided. 

At a future meeting of the advisory committee we will report the results of the 
study to you. 

Thank you for your cooperation. 

Sincerely, .; 



(inappropriate College 
Administrator) 



APPENDIX D-5 



PRESS RELEASE 



How well is (Name of College) preparing occupational education students for 
their chosen careers? 

A comprehensive college appraisal has been undertaken to determine the answer 
to that question, President (Name) announced today. 

Many^men and women, both on the campus and in the community, are 
participating in the self-study process, according to President (Name). They 
include occupational education instructors, college administrators, students, and 
members of college advisory committees. 

To accomplish ihe study, the college is using a state wjde service sponspred^ 
the Michigan SJate Department of Education in cooperation with the Michigan 
Occupational Deans Administrative Council. The service is called PROE 
(Program Review in Occupational Educ?ation). f 

"This is an extremely important project for (Name of College)", President (Name) 
e-olained "Our purpose is to identify areas of strength and needs for 
improvement in our (Name of Program(s) being studied) so that we may more 
effectively meet the needs of present and futur§ students". 
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APPENDiX D-4 



STAFF LETTER (On GoUege Letterhead) 



TO ALL COLLEGE PERSONNEL: 

We are participating in a comprehensive appraisal of the effectiyeness of 
occupational education offered by (Name of CoUege): This appraisa^^ 
self-study, involving many college personnel - instructors and administrators - as 
well as students and people in the community who serve on our occupational 
education advisory committees. 

Our purpose ia to identify areas of strength and needs for improvemeht^ so that 
we may plan for future action and allocation of resources. The study will also 
meet the requirements for program eyaluation mandated by the Michigan State 
Plan for Vocrtional Education and the Vocational Education Amendments of 
1976. 

In addition to our college, other Michigan eommunity colleges will be 
participating in the self-appraisal this year. For compatibility of data and 
consistency of results^ we will be rising the PR0E (Program Review in 
Occupational Education) process. PROE is a tested, proven system sponsored by 
the Michigan Defiartment of Education in cooperation with the Michigan 
Occupational Deans Administrative Council. 

In order for the self^appraisal to be meaningful and of value to U'^ as we jJlan f or 
the future^ the thoughtful participation of all college personnel is essential. 
Some of you will be active participants |n the seLf-stud^^^ play a less 

involved role. Your cooperation in this effort will be appreciated. 

Note: Additional paragraph for use if appropriate. To assist us^ a team o^^^ 
professionals may visit our campus. Please do what you can to be of. help to any 
of these visitors to our college. 



(College President) 
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APPENDIX E 



SAMPLE CONTROL SHEET 
(may be adapted by eOLLEGE ) 



Respondents are: 



Went. 
Ho.* 


«Respondent(s) 


Orien- 
t Litton 


Inter- 
view 


Form 
Sent 


Form 

Returned^ - 


Fdllow-up 
ivequireq — 


r ecQu 








-- 












- C 






- " 


















* 
































: 








































- 






- 


— 


— 








.i — 








^ 


















1 








■- 










































































































:/ 



















































































* If applicable. Note: Orientatioh refers to presentation and discussion. 
** To be completed only by persons returning Form 1 • 



APPENDIX F 



PROE INSTRUMENTATION 



F-i - Faculty Perceptions of Occupational Eaucation Programs 

> 

F-2 - Student Perceptions of Occupational Education Programs 
F-3 - Advisory Committee Perceptions of Occupational Education Programs 
" F-4 - Summary Profile by Site Visit Team 
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Michigan Comfnunity Colleges GGLLEGE; 

.<» 

FAGULTY PERGEPTIONS OF 
OCGUPATldNAL EDUCATION PROGRAMS 



INSTRUCTIONS TO RESPONDENTS • . : 

0n the following pages you are asked to give your perceptions of your ni^ccupational program (such as 
registered nursing, automotive tecimoldgy, secretarial science) . The items you are asked to rate are grouped 
;^ into the major components of the Program Review in Occupa^ ir -^1 Education (PR0E) system, name'y: 

• Goals and Objectives 

• Processes 

• Resources ^ 

Rate each item by checking your best Judgment on a five point scale ranging fro'm poor to excellent. Only 
cheek one answer per item. A "Dbn't Know" column has been provided in the event you really don't have 
sufficient information to rate an item. Space has been provided for you to note comments that may help to 
clarify your ratings or to indicate modifications of a standard to make it more relevant for your program. 
Criteria for excellent and poor ratings are provided for each item. Exce//enf represents a nearly idea! or 
exemplary situation; poor, one of serious inadequacy. As a guide, ratings may be made with the following in 
mind: 

EXCEUEA/T means Ideal, top 5 to 10% 
GOOD is a strong rating, top l/3_rd 
ACCEPTABLE is average, the middle l/3rd 
BELOW EXPECTAT10JNS [s on ly fair, bottom l/3rd 
POOR is seriously inadequate, bottom 5 to 10% 

This form may be completed as a consensus evaluation by the principal persons involved with a specific 
occupational program. Examples of sUch persons would be instructors, department or division chairper- 
sons, program coordinators, and administrators such as occupational dean. K preferred, respondents may 
complete individual forms. 

To help with tabulation of responses, please provide the information requested below before completing 
your rating. 



PROGRAM TITLE_ USOE CODE #. 



PERSONS PARTICIPATING IN CONSENSUS EVALUATION OR INDIVIDUAL COMPLETING THIS FORf 
Name_ Title 



TK^tc for your cooperation! < 



PR0E 

.Michigan Commuhifcy Colleges 



FAeULTY PERGEPTIONS OF 
OCCUPATIONAL EDUCATION PROGRAMS 



i/// . COMMENTS, 

/ (Please note eyplariatbiy 
**^/ .n remarks or needs for im- 
provement) 



GOALS AND OBJECTIVES 

1. Partieipation in Devejopment of CoHege 
Occtipational Education Program Plan 

Exce/Zenf —Adi^i-inistra'tors, and/or other supervisory personnel 
'nvplyed [n developing and revising the college plan for this 
occcipational program seek and respond to faculty, student 

and communrty input. . 

Poor— Development of the plan for this program is basically 
the work of one or two persons in the college. 



2. 



Program Goals 

fxce/Zer?^— "Written goals for this program state realistic 

Outcomes (sucli as planned onrollmenti, completions, place 
merits) and are used as one measure of p-ogram 
effectiveness". 

jPqoa— No written goals exist for this program: 



3. Course Objectives 

• Exce//ef7f— Written measurable ot^jfectives have been devel- 
oped for all occupational courses in this program end are 
used to plan and organize instruction, 
Pgor^Ho written objectives have been developed for courses 
in this prpgram. ~ 



4. Gompetency Based Performance Objectives 

fixc Dilent — Competency baj^ed performance'objective^ are 
on hie. in writing, eonsistent with employment^ s^^ 
and tell students wfiat to expect and help faculty pace 
instruction. - ^ 

Poo/; — Competency based performance objectives have not 
been developed for courses in this program. 



Use of Competency Based Performance 
Objectives 

Excellent — Competency based performance . objectives are 
distributed to students and used to '-assess student progress 
Poo/; — Competency based performance objectives are hot 
used with students for progress evaluation nor are students 
aware that they exist. 




Use of Information on babor Market Needs 

"f^ifpn^ — Current data on labor market needs and emergin 
trends in job openings are systematically used in developing 
and evaluating this program. 
Poor — Labor market data is not used in planning or 
evaluation. 



7, Use of Information on dob Performance 
Requirements 

gxepfen^ CuTrent data on job perfornlahce requirements - - 
and trends are systematically used in developing and evaluat 
ijig this program and content of its courses. 
Poor—Job performance requirements information has not 
been dcllected for use in planning and evalu^ing. 
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PROE 

Michigan Gbinm unity Geiieges 
FAC^ULTY PEReEPTIONS OF 

eeeu patiqnai. EPucATidN prog rams 




i 



COMMENTS' 

(Please_ note explanatory , 
remarks or. needs for im- 
provement) 



GGAbS ANQ OBJECTIVES (Continued) - 
8. Use of Profession/Industry Standards 

Exce//enf -— PrOfessign/iriduslry sta^dardf (such as licerising, 
certification, accreditation) are consistently used in "planning 
and evaluating this program and content of its courses. 
-P^Q/ -— Little or ho recognition rs given to specific profes- 
sion/industry standards in planning and evaluating this 
program. 



8 



9. Use of Student Follow-Up Information 

£xce//e/?^ —Ct3rrent follow-up data on cbmpj_eje/s and leavers 
(students with rharketable skills) are consistently and sys- 
tematically -sed in evaluating this program. 

Poor — stuf ent follow-up information has not been collected 
for use in ^^valuating this program. 



PROCESSES 

10. Adaptation of Instruction 

£xee//efll-- Instruction in all courses required for thi^s program 
recognizes and responds to individual student interests, 
learninp styles, skills, and abilities through a variety of 
instructional methods (such as small group or individualized 
instructidh. laboratoi^ or ''hands on" experiences, open 
entrvVopen exit", credit by examination). 
^0Q^- _lnstructional approaches in this program do not con- 
side;- individual student differences. 
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11. Relevance of Suppajtive Courses 

£xc e / /ef7i^ Applicable suppiDrtive (bourses (such as cnatomy 
and physiology, technical communications, technicdi mathe- 
matics) are closely coordinated with this program and are. 
kept relevant to program goals and current to the needs of 
students. 

Poor — Supportive course- content reflects-no planned ap- 
p.oach to meeting heeds of students in this program; 
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i2. Coordination with Other Community Agencies 
and Educational Programs. 

Excellent — Effective liaison is maintained with other pro- 
grams an(;j educatjonaLa^encies and ihstitU (such as; 
high schools, other commarity colleges, four. year colleges,., 
area vocatiorial schools, proprietary schools, CETA) to assure 
a coordinated approach and to^vold duplication in meeting 
bccup^jtional needs of the area or community: 
Poo/"— College activities reflect a disinterest in coordination 
with other programs and agencies having Impact on this 
progra m; 
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13. 



ERIC 



Provision for Work Experience, Cooperative 13 
Education or Clinical Experience. _ 

E^ceHent — Ample opportunities aje provided for r 
wor^ experience, cooperative education, or clinical experj- ? 
enc.? for students in this prog^^^ participation is ■ 

well coordinated with classroom instruction and 

employer supervisidh. _ ^ ; 

Poor - Few opportunities are provided in this prograrn for . , ^ 
reiateti work experiences^ codj^^^^ educatioh, oi- clinical j 
experiPncD where such participatio n is feasible. 
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PROE 

Michigan Comrhuhity Colleges 

FACULTY PERCEPTIONS OF 
OCCUPjJIQNAb EPUCgnmPJ^QSRAMS 

PROCESSES (Continued) 

14. Program Availability and Accessibility 

' £xce//en/— students and potential students desirihg-enroll- 
rtieht in this prograni are identified through recruitment 
activities, treated equally in enrollment selectiori, and not 
dis(:ouraged by unrealistic prerequisites^ The program is 
readily available and accessiblp at convenient times and 
liDcations. 

Poor — This program is not available or accessible to most 
students.seeking enrollment. Discriminatory selection priD- 
cedures are practiced: 




COMMENTS 

{Please note explanatory 
Lema_r_ks__pr needs for im- 
provement) -< 



15. Provision for the Disadvantaged 15 

Excel lent — Support services are provided for disadvantaged 
(such as socioeconomic, cultural, linguistic^acadernic) 
students enrolled in this program. Services are coordi- 
nated with occupational instruction and results are 
assessed contirjuously. 

Poor — -No support services are provided for disadvantaged 
students enrolled in this program. 



16. Provision for the Handicapped. 

Exoelieni — Support services are provided for han 
(physical, mental, emotional, and other healthJrnpairing 
handicapsji students. enrolled jn this program. Facilities and 
equipment adaptations are madeas needed. Services and 
facilities modifications are coord inated with bccu pationai 
instruction and results are assessed continuously. 
jpoof — No support services or facilities and equipment mod i- 
f icatibhs are available for handicapped students enrolled in 
this program. 
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17. Efforts to Achieve Sex Equity 

c ExccU c n 4— E rn p h as is [s gi ye n t q e I i rri i n a t i n g s ex b i a s a n d s ex 

stereotyping in this program: staffing, student recruitment, 
program ad visem^^ to and 

acceptan^ in programs; selection of curricular materials; 
ihstructibh; job development and placement. 
Poor — Almost no attention Is directed toward achieving sex 
equity in this program. 
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18. Provision for Program Advisement 

£xce//en/ — Instructors or, other qualified personnel advise 
students (day, evening, weekend) on program and course 
selection. Registration procedures facilitate, course selection 
and sequencing. 
■ Poor — Instructors make no prdlision for advising students on 
course and program selection .. 
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19. Provision for Career Planning and Guidance 

ExceUeni — Day, evening, and weekend students in this 
program have ready ai:(:ess to career planning and guidance 

services. * • , . . 

: Poor — Little br.no prbyi.sion js_rriad_e for careej; pl_anrijng and 
Q guidance services for students enrolled In this pro gram. 

ERIC 
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PRQE . 

Michigan Community Colleges 

FACULTY PERGEPTieNS OF 
OCeUPAIiQNAkEDUCffriQN PROGRAMS 

PROCESSES (Continued) 

20. Adequacy of Career Planning and Guidahee 

fxce//enf— Instructors or other quaMfied personnel providing 
career planning and guidance services have current and 
relewnt occupational knowledp and use a variety of re- 
sources (such as printed materials, audiovisuals, job . _ 
observation) to meet individual student career dbjectives: 
Poor— Career plannin^and guidance services are ineffective 
and staffed with personnel who have little occupational 
knowledge. 




W- / W^/- /^/^/ COMMENTS 
^^/j" /^*W^/ i / / ^Piease note explanatory 
/ ^ / / ^ / **^/ ^ / remarks or needs for im- 
1 / j / 3 / 4 7 5 / / provement) 
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21. Provision for Employability Information. 

£xce7/enf -— This program includes information which is valu- 
able to students as employees (on such.tppics eis employment 
•* opportunities and future potential, starting salary, benefits, 
responsibilities and rights). " . . 
Pogr—Almost no emphasis is placed on providing information 
. important to students as employees: 
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22. Placement Effectiveness for Students in this 
Program 

£xce//ef?^ The cojlege has an effectively functioning system 
for locating jobs and coordinating placement for students in 
this program. 

The college has no system or an ineffective system for 
locating jobs and coordinating.placement for occupational 
students enrolled in this program. 
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23. Student Follow-up System 

Excellent — Success and failure of program leaye_rs and com--- 
pleters are assessed through periiDdic follow-up studies: 
Information learned is made available to instructors, stu- 
dents, advisory committee members andi^thers concerned 
(such'as counselors) and is used to modify this program. 
Poor — No effort is made to follow up former .students of this 
program. 
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,24. Promotion of this Occupational Program 

£xce//enr -— An active and organized effort is made tojnform 
the public and its representatives (such as news media, 
legislators, -board, business community) of thejmportance of 
providjng effective and comprehensive occupational educa- 
tion and specific training for this occupation to gain 

community support. 

p^QT— There is nO organized public information effort for this 
: program. 
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RESOURCES 

25. Provision for Leadership and eoordihatioh 

£xce//e/7f— Responsibility, authority, and accountability for 
this program are clearly identified and assigned. _Adrninjstra- 
tive.'effectiyenessjs in planning, managing, and 
evaluatin^g this program. _ 
Poor— There are no clearly defined IjnesolrespbhsibHIty^ 
authority, ^rid accduntabill ty for this program; : . 
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PROE , 

Michigan CbrrirriUhity Gblleges 

FACULTY PERCEPTfONS OF 
OC CUPATiO NAL EDUCATION PROGRAMS 




COMMENTS 

(Please note explanatory 
re_ma_rks._or needs for im- 
provement) 



RESOURCES (Gsntinued) 

26. Qualifications of Administrators and/or 
Supervisors 

Excellent— /\\\ persons responb.b'p for directing and co^^^ 
nating this prbgraiTi demonstrate a high level of administrative 
ability. They are knowledgeable in and committed to occupa- 
tional education. 

Poor— Persons responsible fordirecting and coordinating this 
program\haye little acm education, and 

experience^ 
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27. Instructional Staffing 

£xce//ef^ — Instructional staffing for this program is sufficient 
to permit optimum program effectiveness (such as throug.h 
enabling instructors to meet individual student needs, pro- 
viding liaison with advisory committees, and assPsting 
with placement and follow-uVactivitiesK 
Poor — Staffing is inadequate to rr;eet the needs of this 
program effectively. 
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28. Qualifications of Instructional Staff 

£xee//e£?— Instructors in this program hnve two or more years 
in relevant employment experie_rice_, have kept current in their 
field, arid have developed and maintained a high level of 
t_each I n_g competence. 

Poor— Few instructors in this program have rejevant employ- 
ment experience or current competence in their field. 
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29. Professional Development Opportunities 

gxee/feA??— The college encourages and supprrts the con- 
tinamg professional development of faculjy Ihrough such 
opportunities as conference atteridance, cjrriculum develop- 
ment, work experience. 

Poo/ — The college does hot encourage or support professional 
development of faculty. 
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30. Use of Instructional Support Staff 

£^ee//e^— Paraprofessibhals (such as aides, laboratory assis- 
tants) are used when appropriate to provide ciassroorri helpio 
students and to ensure maximum effectiveness of instructors 
in the program. . . 

^00/ — Little use is made of instructional support staff in. this 
program; 
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31. Use of Clerical Support Staff 
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Exc o H c nt ~ Oii\ce and clerical assistance is available to 
instructors in this program and used to ensure maximum 
effectiveness of ihstructbrs. 

.. Poor — Little or rio office and clerical assistance is available to 
instructors; ineffective use is made of clerical support staff. 



32. Adequacy and Availability of Instructional 
Equipment ; 

£xce//e/?f — 'Equipment used on or off campus for this prograr 
is current, representatlve of Jhat us^ed oh jobs for w^ 
students are t5teing trained, and in sufficient supply to meet 
th e n eed s of st ude n ts , 

Poor — Equiprtleht for this program is-optmoded and in 
Q insufficient quantity to support qu ality ihstructibh. 

ERIC 
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PROE 

Michigan ComrhLihity Gel leges 

FACULTY PERCEPTIONS OF 
OCCUPATIONAL EDUCATION PROGRAMS 




COMMENTS 

(Please note explanatoiy 
remarks or needs for im- 
provement) 



RESQURGES (Gontinued) 
33. Maintenance and Safety of Instructional . 
Equipment 

ExceUent — Equipment used for this program is operational, 

safe, and well maintained. : 

Poor — Eauibment used for this program is often not operable 
and is unsafe. . 
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34. Adequacy of Instructional Facilities 
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Exc c lf c nt ^ [n St r u c t ioria I fa c i I i ties ( exc I u d i ng eq u i P men t) 
meet the program objectives and student needs, are func- 
tional arid provide maximum flexibility and safe working 
conditions. 

Poor — Facilities for this program generally are restrictive, 
disfunctional. or .vercrowded: 



35. 



Scheduling of Instructional Facilittes 

fxce//em— Scheduling of facilities and equipment for this, 
program is planned to maximize use and be consistent with 
quality instruction. . 

Poor— Facilities a n_d_ equipment for this program are signifi- 
cantly under- or over-scheduled. 
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36. 



Adequacy and Availability of Instructional 
Materials and Supplies 

£;xce//enf— Instructional materials aiid supplies are readily 
available and in sufficient quantity to support quality 
instruction. 

Poor — Materials and supplies in this program are limited in 
amount, generally outdated, and lack relevance to program 
arid studerit needs. 
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37. Adequacy and Availability of Learning Resources 37 

• ExceUent — Learning resources for this program are available 
arid accessible io students, current and relevant to the 
occupation, and selected to avoid sex bias arid steredtypirig. 
Peof — Learning resources fiDr this program are outdated, 
limited in quantity, and lack rele vance to th e occupation. 




38. U_se of Advisory Committees 

Excenent— Jhe advisory committee forthis program is active; 
and representative of the occupation. 
£007-— The advisory committee for this program is not 
representative of the occupation and rarely m ee'.s. 



39. Provisions in Current Operating Budget 

^|^£e/feft£— Adequate funds are allocated in_the college 
operating budget to support achievemerit of approved prb- 
grann objectives. Allocations are planned to consider 

mstruct.or budget input. 

Peer — Funds provided are seriously inadequate in relation to 
approved objectives for this pr ogram. : 



39 
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Provisions in Capital Outlay Budget for 
Equipment 

Excellent — Funds are allocated in a planried effort to provide 
for needed new equipment and for equipment replacement 
PI hfj 'ff^^ ^ i r _^.^';:'^i3^ ^"ji ' '' 'I^T^'^.ri bjfif^ h is — 
program and based on instructor input. 
Poor— Eq u I p m e n t ; need s ] n th i s pjpgra rii a r e a I nib st ' tiD ta 1 1 y 
Q unmet In the ca pital outlay budget:- - 
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Michigan Community Colleges 

FACULTY PERCEPTIONS OF ^ 

OCCUPATION AL ED UCATIO N PROG RAMS 




COMMENTS 

(Please note explanatoty 
remarks or needs for im- 
provement) 



ADDITIONAL STANDARDS 
IDENTIFIED BY COLLEGE 

4i. 
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42. 
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43. 
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44. 
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45. 
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PROE 

Miehigan Gismmuriity Colleges 

FAGULTY PERCEPTIONS OF 
OGGUPATldNAL EDUCATiON PROGRAMS 



Please answer the following: (Use back of page and extra sheets if necessary), 
i; What are the chief occupational education strengths of your program? 



2. What are the major needs for improvement in your program and what action is required to achieve these 
improvements? 



PbEASE IDENTIFY THE POSITION OF THE PERSON COMPLETING THIS FORM AND THE OCCUPATIONAL PROGRAM 
(such as registered nursing, data processing). 

Check One: Program: 

Divisidh/Department Chair 

Faculty 

Counselor ^ 

^^hen please specify: ^ 



Miehigari Gommunity Colleges 

STUDENT PEReEPflSNS GF 
OCCUPATIONAL EDUCATION PROGRAMS 



College- 



Title of 

Your Program. 



Check statement that best describes your objective for attending the college: 

. Prepare to get a job 1 ' Personal Interest 

• Improve job skills for present occupation 2 

• Prepare for transfer to another college . ... :3 _z 



• Other (Describe) 



.4_ 
.5- 



IN^TRUCTIONS; Rate each item using the following guide: 
£XC£/./-£/y7:means_nearlyjde_al._tpp 5 to 10% 
600£)-ia a strong rating, top. one-third_ _ 

ACCEPTABtl - IS avHaRt>. the mid die- third 

BELOW fcXPFCMr/O/VS is only fair; bottnm one-third 
POOR is serfoiisJy inadequate, bottom 5 to 10% 

A C omment column has b een provided ify ou wish to explain your rating 




COMMENTS 



Please rate each item below: 

1. Courses iri your occupational program are: 
• A va i I a bJe and conveniently located . 



•Based on realistic prerequi sites. 



• Available at moderate cost: 



2. Written objectives for courses in your 
occupational program: 
•Are available to students; 



*np<;rrihp what yo uwj N learn in the course. 

• Are used by the instructor to keep you aware of your 
p regress^ — 



3.. Teaching methods, procedures and course 
content: 

• Meet y our occupational needs, interests and objectives: 



• Provide supervised practice for develop Lag, job ski Us. 



8 



4. Related courses (such as English, Mathematies, 
Science) are: 

Pertinent to occ upation al- i nstruct ion. 



i_Current and meaningful to you: 



10 



5. Work experience (or clinical experience) in your 
occupational program is: 
• Readily available at convenient locations. 



11 



• Readily. available to both day and evening students.. 



4a 



* Coordi nated with classroom instruction. 



4^ 



•Coordinated with employer saperviSinn^ 



14 



6. Career planning information: 
• Me ^ts your needs and interests. 



15 



• Helps y ou pla n your pr ogram . 



16 



• Helps you make career decisions and choices. 



over; please 
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PROE 

Michigan Community CoNeges 

STUDENT PERCEPTIONS BF 
OCCUPATIO NAL EDUGATIQN PR OGRAMS 

6. Career planning information (Continued): 

• Helps you understand your rights and responsibilities as 
an employee. 




COMMENTS 



Helps you evaluate job opportunities in relation to 
sala ry, b.enefits and conditions of employment. 



19 



Is provided by knowledgeable, in terested staff. 



20 



Explams nontradltional occupational opportunities for 

.bnitLsexes^ l 



21 



7. Job success information on former stpdents in 
yoUr occupational program: 

• Is provided to help you make-career decisi on s^.. 



22 



• Indicates how many job opportunities there are in your 
occupation. 



Identifies where thes e job opportunities are located. 



24 



• Tells about job advancement opportunities. 

8, Placement services are available to: 

• Help you find erhpldyrhent opportunities. 



25 



-2B 



Prepare yo u to apply for a jo b. 



27 



9. Occupational instructors: 

* Know the subject matter and'occupational requirements. 



28 



• Are available to provide help when you need it. 



-29 



Provide ihst ructidh so i t is interesting and underst andable. 30 



10, Instructional support services (such as tutor- 
ing, lab assistance) are: 

* Available to rneet your needs and interests : — 



SI 



Prov i d ed by kno w I ed^ea b I e , 1 n t e re st ed sta^ff^ 



32 



11. Instructional lecture and laboratory facilities: 
• Provide adequate lighting, ventilation, heating, power, 
and other utilities. 



33 



• Include enough work stations for the number of 
students enrolled. 

* Are safe , functional, and well maintained. 



34 
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' Are available on an equal basis for all students. 
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12. Instructional equipment is: 

• Current and representative of industry. - 



-3Z 



.•V) sufficient quantity to avoid long delays in use. 



38 



• Safe and in good condition. 



39 



13. Instructional materials (e:g., textbooks, • 
reference books, supplies) are: 
• 'Available and conveniently located for use as needed. 



40 



• Curren t and meaningful to the subject. 41^ 

• Not biased toward "traditional" sex roles: - 4 2 



Available at reasonable cost. 
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MIehigan Community Colleges 



ADVISt5RY COMMITTEE PERGEPTIGNS OF 
OCGUPATIONAL EDUCATION PROGRAMS 



College. 



/.dyisory Committee 
(Specify field) — 



iNSTRUCTiONS: Rate each item using the following guide: 
EXCELLENT means nearly ideaL top 5 to 10% 
GOOD is a strbng rating, top one- third 

ACCEPTABLE 15 average, the_ nni_dldje-thjrd 

BEiaw EXPiCTATIONS is only fair, bottSm one-third . 
POOR is seribusly inadequate, bottom 5 to 10% 

4 rnrnm^ nt rnlu mn has been provided if you wish to explain your rating. 



Please rate each item below: 

1. instructional program content and quality are: 

•Based on performance objectives that represent job 
skills and knowledges required for successful entry 
level employ ment. 




• Designed to provide students with practical job ap- 
pli cation experience. 



•Responsive to upgrading and retraining needs of 
empldyed pers ons. — 

• Periodically reviewed and i^evised to keep current with 
changing job practices and technol ogy/ 



2. Instructional equipment is: 
•Well jnaintained. 



•Current and representative of that used on the job. 



Instructional facilities: 

•Provide adequate lighting, ventilation, heating, power, 
_and other utilities. _; 



. AjlQcate-safflcien t spa ce to.s UppQFt .quality i ristruction. 



8 



• Meet essential health and safety standards. 



4. Placement: 

•Services are available to students completing the' 
pr ograrri. 



10 



U_ob_oppiDrtUhities exist for students completing the 
program or leaving with marketable skills. 



11 



5. FollGW-up Studies on program completers and 
leavers (Students with marketable skills): 

•Demonstrate that students are prepared for entry level 
employment. . ^ 



12 



• Collect information on job success and failure of 
former stud ents. 



13 
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iPrbyide irifbrRation used to review and, where war- 
ranted, revise the prbgrarn. 
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C\ 

College. 



ADVISORY eOMMITTEE PERGfPTIONS OF 
dCGUPATIdNAt EDUCATION PROGRAMS Advisory Committee 

(Specify field) 



Please answer the following: 

i. What are the major strengths of the college's occupational program in your field(s)? 



2. What are the major needs for improvement in the college's occupational program in your field(s)? 



3. Do you haveaddition,al comments or suggestions for the program or for otilization of the advisory committee? 
If so, please state briefly. 
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Michigan eorhrhuhity Gol leges 

SUMMARY PROFItE 
BY SITE VISIT TEAM 



Gol lege: 
Program. 



GOALS ANDQBJEGTIVES 
1 



ParticipatLon in Development of College 
Occupational Education Program Plan 

E^^llent^ Ad m 1 mst ra to rs a rid /o rot h e r su pe rvj so ry pe rso n ne I 
involved in developing and revising the college plan for this 
bccupatibr.al program seek and respond to faculty, student 
and community input. 

Poor — Development of the plan for this program is basically 
the work of one or two persons in the college. 




COMMENTS 

(Team records strengths 
an^ needs for improve- 
ment) 



Program Goals 

£xce//enL— Written goals for this program state .ealistic_ _^_ 
outcomes (such as planned enrollments, completions, place- 
ments) and are used as one measure of program 
effectiveness: 

Poor — No written goals exist for this program . 



Course Objectives 

fxcey/enf— Written measurable objectives have _beeri devel- 
oped for all occupational courses in this program and are 

used to plan and organize instruction. 

Poor— Ho written objectives have been developed ifor courses 
in this program. 



Competency Based Performance Objectives 

. fxce/Zem— Competency based performance objectives gre 
on file in writirig^, consistent vyith employ^ 
and tell students what to expect and help faculty pace 

instruction. . 

Poor — Competency based-performance objectives have not 
b een devel oped f b r co urses in thi s p rogra m . 



Use of Competency Based Performance 
Objectives - 

fxceZ/eo?— Competency based performancepbjectiyes are 
disthbyted to students and used to assess student progress. 
Poor — Competency based performance objectives are_not__ 
used with students for progress evaluation nor are students 
aware that they exist. 



Use of Information on tabor Ma^rket Needs 

£xce//enf — Current data on labor market needs a nd_ emerging 
trends in job bperlings are systematically used in developing 
and evaluating this program, 
^of— Labor market data is not used in planning or 
evaluation. * ^ 



7. Use of Information on Job Performance 
Requirements 

fxce//enf— Current data on job peifo/rnariceieciuljem^^ 
and trends are systematically used in developing and evaluat- 
ing this program and content of its coUrses^ 

PoQ^ Sob [Derfdrmance requirements iriformatlon has not 
been coiiected for use In plaririirig ari d evaluatirig. 



IT" 
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Michigan Community Gblleges 
SUMMARY PROFILE BY SITE VISIT TEAM 

GQAtS AND OBJECTtVES (Continued) 
8- Use of Profession/Industry Standards 

£xco// e f?f — Profession/ i rid ustiy staridards (-such a«5 licensing, 
certifitation. accreditation) are.consisjentry.used in planning 
arid evaluating this prograrn and content of its coarses. 
Poor — Little or no recognition is given to specific profes- 
sion/industry standards iri planning and evaluating this 
program. ; 



9. U_se of Student Fp! low-Up Information 

Exce//e/7f — Current follow-up data on completers and leavers 
(students with marketable sM'l.i) are consistently and sys- 
tematically used in evaluating this program. . 
Poor — Student follow-up infojnTation has riot beeri collected 
for use in evaluating this program. 



PROCESSES 

id. Adaptation of Instruction 

g^tf e/??— Iristruction in all courses required for t^h[s fsrogram 
rec- agnizes and responds to individual stud^ent interest 
le<irfiir;g styles, skills, and abHities through a variety of , 
instructional methp_d_s (_such_as small group of individualized 
instruction, laboratory or "hands on" experiences, open 

entry/open exit, credit by examiriatiori). 

Poor — Instructional approaches in this program do not con- 
sider individual studerit differences. 




11. Relevance of Stipportive Courses 

fxce//e/?r— Applicable supportive courses (such as anatomy 
and physiology, techriical communications, te^nical mathe- 
matics) are closely coordina.ted_wijh^thtsprograrTi and^^^ 
kept relevant to program goals and current to the needs of 
students. 

Poor — Supportive course content reflects* no planned ap- 
proach to meeting needs of students In this program. 



12. Coordination with Other Gonrimunity Agencies 
and Educational Programs^ ' 

cxcellBnt — Effective liaison is maintained'with other pro- 
grams _a njd ed u c a tipn aLa^e n ci es a rid i nst i t ut i oris (Sue has 
high schools, other community colleges, four year colleges, _ 
area vocational schools, proprietary schools, CETA) to assure 
a coordinated approach and to avoid duplication in meeting 
occupational needs of the area or community. 
Poor — College activities reflect a disinterest in cop rdi nation 
with other programs and agencies havirig impact on this 
program. 



13. Provision for Work Experience, Cooperative 
Education or Clinical Experience. 

Excellen i — Ample opportunities are provided, for related . 
wp r k f;x per i e_n ce ,_ c o ope rati ve eii u c a t i on , oV c I i n i c a I ex p e r i - 
ence for students in.this program. Student participation is 
well coord iriated with classroom Instruction and 
employer supen/lsioTi, • . . 

.Peef^ Few bppdrturiities" are providied iri this program for ,^ 
related work experience, cooperative educatLPn, or clinical 3 Jf 
' experience wh ere such participation Is feasible; -- - ■ 

ERIC ^ 
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■ GOMMENTS 

(Team recoids. stii?ngtns 
im\ ripeds for itnprove 
hipht) 



PROCESSES (Continued) ^ 

14. Program Availability and Accessibility 

fj^ee//ef^~ StUdents and potfTitial students desiring enroll- 
. ment in this program are identified through tecruitment \ 
' activities, treated eqaally in enrollment Selection, and not 
discouraged uy unrealistic prerequisites. The program is 
readily available and accessible at convenient times and 
locations. ^ 

£eef— This program is not available or accessible to most 
students s^eekingenrpllment. Discriminatory selection pro- 
•<cedures are practiced: 



15. Provision for the Disadvantaged 

^x^e/Zenr — Support services are provided for d_is_a_Gv^ntaged 
(such as socioeconomic, cultural, linguistic, academic) 
students enrolled in this program. Servi.ces_are coordi- 
nated with occupational instruction and results are 
assessed continuously. . 
Poor — No support services are .provided for disadvantaged 
students enrolled in this program: 



16. Provision for the Handicapped. 

Exce/Zenf — Support cervices are provided for hand icajDped 
(physical, mental, emotional, and other healthJmpairing 
handicap's) students enrolled in this program. Facilities and 
equipmenj adaptations are madeas needed. Services and 
facilities modif ications are cppj-d inated with dccupational 
instruction and results are assessed continuously. 
Poor— No support services or facilities and_e_auipm'ent rriodi- 
fications. are available for handicapped students enrolled m 
th = s program: 



17. Efforts to Achieve Sex Equity 

g^c-€//ef^ — Emphasis is given to eliminating sex bias.and sex 
stereotyping in this program; staflrtig_,_stu dent recruitment. 
. progiam advisement, and career^.counseling; access to_and 
acceptance in programsi_seJection of curricular materials; 
instruction; job development and placement. 
•P^—Almost no attention is directed toward achieving sex 
equity in this program. 



18. Provision for Program Advisement ' \ 

gxce/Zeni—lrlstructors or other qualified personnel advi.se , 
students (day, evening,_weekend) on program and course . 
selection. Registration procedures facilitate course selection 

and sequencing. ■ • 

-^of— Instructors make ho provision for advising students on • 
course and program selection. 



19. Provision for Career Planning and Guidance 

£xce//enr — Day, evening, and weekenjd sjudents in this' 
program have ready access lo cmeer planning and guidance 

services. ^ . . 

Poor— Little cr no prdylsibh is rriade for career planning and 
guidance services fot_stude nts enrolled in this jprb gram. 
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eOMMENTS 

(Tt'.jfij rocoras strengths. 
,*ifitj iieeds for inipfov6- 
fTU'nt) 



PROCESSES (Continued) 



20. Adequacy of Career Planning and Guidance 

£xce//enf — instructors or other guahfied persdhhel^ 
career plahnihg and guidance services have current and 
relevant occupatipnai knowledg^^ use a variety of re- 
sources (such as printed materials, audiovisuals. Job _ 
observation) to rneet individual student career abjectivcs. 
Poor — Career plarinirig arid guidance services are jneffectivo 
; i an(3 staffed with personnel who have little occupational 
kri owl edge. 



21. Provision for Employability Information. 

fACoHent — This program includes information which _is_valu- 
able to students as eriiployees (ori such topics as employment 
opportunities and future potential, starting salary, benefits, 
responsibilities arid rights). 

Poof — Alriidst rid emphasis is placed on providing information 
important to students as employees. 



22!;. Placement Effectiveness for Students in this 
Program 

• Exceiieni— The college has an effectively functioning svstern 
for locating jobs and coordinating placement for students in 
this program. 

£00f— The college has no system or an ineffective system. for 
locating jobs and coord inati_nj_p_l acem en t for ccc itional 
students enrolled in this program: 

23. Student Follow-up System 

Excellent — Success andja jure of program i^^avers an com- 
jDleters are assessed through periooic follow-up studies, 
information learned is made avai:^.' '-^ to i: stiUctors. stu^ 
^dents, advisory committee members and others concerned 
^ (such as counselors) and is used to modif^y this program. 
p^or^Ho effort is made to fpllow up former students ot this 
program. ^ 



24. Promotion of this Q'c^patlona! Program l 

£xce//enf— An aiptive and organized effort is made to.inform 

the public and its representaji^s lsuch as news media, 

legisJatdrs, board, busPn ess' community). of the importance of 
provid ing eff ectLve a r^d comprehensive occup.atidnal edU^ca- 
tion and specif ic training for this occupation to gain 
community support.. 

-Peef^ There is no organized public information effort for this 
program. 



RESOURCES 
25 



RJC 



Provision for Leadership and Coordination 

£xe p//ef^— Responsibility, authdrity. and accduntabllity for 
this program are clearly identified and assigned. .Administra- 
tive effectivipness is achieved in planning, managing, and 
evaluating this program 
Poor — There are no cjeaily def iried liiies d^ 
authority, and accountability for this program. 
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SUMMARY PROFILE BY SITE VISIT TEAM 




COMMENTS 

(Tearti records strengths 
arid heeds for improve- 
rrierit) 



RESOURCES (Continued) 

26. Qualifications of Administrators and/or 
Supervisors 

■ ExcoHont ^AW persons respo ris i b I e for d i r ec t i n g a n d c ob rd I - 

nating this program demonslrate a high level of administrative 
ability. They are knowledgeable In and committed to ocrupa- 
tjonal education. 

Poo/- — Persons responsible for directing and coor(j:hating this 
program have little administrative training, education, and 
expenence. 



27. Instructional Staffing 

£xee//e.-^ instructional staffing for this prog^im is sufficient 
to permit optimam program effectiveness (such as through 
enabling instructors to meet individual student needs, pro- 
viding liaison with advisory committees, and assisting 
with placement and follov/-up activities) 
Poor — Staffing is inadequate to meet the needs of this 
program effectively. 



28. Qualifications of Instructional Staff 

£xce//e£7^— Instructors In this program have t^wo or more years 
in relevant employment experience, have kept current in their 
f'jejd, and have developed anci maintained a high level of 
teaching competence. 

Pegf— Few instructors in this prograr^^ have relevant employ- 
ment experience or current competence in their field. 



29. Professional Development Opportunities 

Excellent — TK? college encourages and supports the con- 
tinuing professional development of faculty through such 
opportunities as conference attendance, carriculum develop- 
ment, work experience. 

Poor — The college does not encourage or support professional 
development of faculty. - 



30. Use of Instructional Support Staff 

Excellent — Paraprofessionals (such as aides, laborato-y assis- 
tants) are use^J when appropria^ to provide classroom help to 
students and to ensure maximum effectiveness of instructors 
in the program. 

Poor — Little use Is made of instructional support staff in this 
priDgram. 



31. Use of Clerical Support Staff 



£i(eey/enl — Office arid clerical assistance is ava liable to 
instructors in this program and used to ensure maximum 
effectiveness of instructors^ 

Poor — Little or no office and clerical assistance is avajlable to 
instructors; ineffective use is made of clerical support staff 



32. Adequacy and Availability of Instructional 
Equipment: 

fxce//enf— Equipment used on or off campus for thjsjDrogram 
is current, representative of that used on jobs for which 
students are being trained, and in sufficient supply to meet 
the needs of students: _ 
Poor;— Equipment for this progfarnjs o^^^^ iri 
Tri sUfficieht quantity to sapport qaality instruction. 
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COMMENTS 

(Team records strengths 
and needs for improve- 
ment) 



RESOURCES (Continued) 
33. Maintenance and Safety of Instructional 
Equipment 

F.xceHent — Equipment used for this program is operational, 
safe, aad well maintained: ■ - 

Poor — Equipment used for this program is often not operable 
and ii. unsafe. ~ 



34. Adequacy of Instructional Facilities 

Bxcehferht — l_n struct Ipna I f a cj I itjes_(ex_c]ud iM.equ I pm en t ) 
meet the program objectives and student needs, are func- 
tional and provide maximum flexibility and safe working 
conditions. 

j^^QOf — Facilities for this program generally are restrictive, 
disfunctional, or overcrowded. 



35. 



36 



Scheduling of Instructional Facilities 

iExee//e/^f ^$chec'uling of facilities and equipment for this 
program is planned to maximize' use and be consistent with 
quality ihstructibh. 

Poor — Facilities and equipment for this program are signifi- 
c ahtly under- or bver-sched u led^ 



Adequacy and Availability of Instructional 
Materials and Supplies 

£xce//enf — Instructional materials and_supplies are readily 
available and in sufficient quantity to support quality 

instruction. _ _ __ 

Poor — Materials and supplies in this program are limited in 
amount. generaJi7_outdated, and lack relevance to program 
and student needs: 



37. Adequacy and Availability of Learning Resources 

Excellent — Learning resourizes for this progj;am are available^ 
and accessible to students, currelnLand relevant to the _ 
occupation, and selected to avoid sex bias and stereotyping. 
Poor — Le a r n i n g re so u r c e s f 0 r t h j s p_r pg r a ni a re p u td a t ed , 
limited in quantity, and lack relevance to the occupation. 



38. Use of Advisory Committees 

gjfee^? — The advisory ciDmmittee for this program is active 
and representative of the occupation. 
-poef— The advisory committee for this prngiam^is not 
representative of the occupation and rarely m eets. 



39. Provisions in Current Bperating Budget 

Excellent — Adequate funds are allocated in. the college 
0 per a 1 1 n g b lj d^e? 1 1 o sup po r t a c h t e ve m e n t of a p p roved p ro- 
gram objectives. Allocations are planned to consider 
instructor budget input. 

Poor — Funds provided are seriously inadequate in relation to 
a pproved obj ectives for this program. 



40. 



Provision? in Capital Outlay Budget for 
Equipment 

fxce//enl— FunJs are allocated in a planned.effprt_tp_prpvjde 
for heeded new equipment and for equipmiint replacement 
and repair, consistent with the pbjectiyes for this 
program and based on instructor input. 
Poor— Equipment needs in thispjpgram are almost totally 
Lin met in the capital outlay budget: — 
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COMMENTS 

(Team records strerigtHs 
and needs for Improve- 
ment) 



42. 



43. 



44. 



45. 



APPENDIX G 
SELF-STUDY TABULATION 



Guidelines for Self-Study Tabulation 

Form A(l) - Summary of Responses on PROE - Form 1 

Form B(4-l) - Median Responses on PROE Form 4 Team Profile 

Form C(2) - Suiritiary of Student Responses on PROE Form 2 

Form D(3) - Summary of Advisory Eommittee Responses on 
PROE Form 3 
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APPENDIX G 



GUIDELINES FOR SELF-STUDY TABULATION 



Tabulation of self-study instruments may be done manually or by computer. 
The following tabulation groupings are suggested: 

Form A(i): Tabulation of distribution of responses by item oa Form 1. After 
recording, ratings from respondents to all items, percentages should be figured 
for the. final tabulation to show distribution of responses- Tabulations are 
appended to the written report to the college and, if applicable, distributed to 
the Site Visit team. 

Form B(4-lj: Median (mid-point) resjjonses by item from Form 1 are recorded 
on a Form 4. The Validation Tea.m records consensus ratings for each item on 
the Form noting rationale for marked differences with self-study ratings in the 
Comment column^ eompleted form is distributed during the oral report and 
appended to the written report to the college. 

Form C(2): Tabulation of student responses by item brj Form 2. Percent of 
respondents in each rating, item by itenij are recorded. Median (rnid-point) 
resfMDrises are highlighted. Final form is appended to the written report to the 
college and is distributed to the Site Visit team at the organizational meeting if 
applicable- 
Form D(3). Tabulation of advisory committee responses by item on the Form 3. 
Percent of respondents iji each rating item by item are recbrded. Median (mid- 
point) responses are highlighted. Finad form is appended to the written report 
to the college and distributed to the Site Visit team at the organizational 
meeting if applicable- 



Note: To derive median or mid-point, note raung at which 50% of respondents 
assessments fall above or below (or at same rating). 
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PROE 

MICHIGAN CbMMllNiTY eOLLEGES 



FORM /igj-^UMMARY'eF RESPONSES ON PROE FORM 1 



i. 

3. 
4. 

5. 
6. 
7. 

8. 

9. 
10. 
11. 
12. 

13. 
14. 

15. 
16. 
17. 

18. 
19. 
20. 
21. 



Part, in Devel . O.E. Program Plan 

Program Goals 

Course Objectives 

Competency Based Performance 
Objectives 

Use of Competency Objectives 

Labor Market Needs Info 

Job Performance Requirements 
Info. 

Profession/ Industry Standards 

Use, of Student Fol low-Up Info. 

Adaptation of Instruction 

Relevance of Supportive Courses 

Coordination with Agencies and 
Programs 

Work Experience 

Program Avai labi 1 ity and 
Access ibi 1 ity 



Provision for Disadvantaged 
Provision for Handicapped 
Sex Equity 
Program Advisement 
Provision for Career Planning 
Adequacy of Career Planning 
Employability information 



Poor Below Accept; Good Excel. Dbri't 
Expect ^ Know 



Show % response in each rating. 

iy. 3-/. t*y- ^z- 
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prOe ' 

MICHIGAN eOMMUNITY GQbLEGES 

FQRM^U) - SUMMARY OF RESPONSES ON PROE FdRM-4 

N Poor BeTdw Accept. Good Excel- Don't 

Expec. Know 

Show % response in each rating. 

22. Placement Effectiveness 

23. Student Fol low-Up System 

24. Program Promotion 

25. Leadership and Coordination 

26. Qualifications of Administrators 

27. Instructional Staffing 

28. Qualifications of Instructional. 
Staff 

29. Professional Development 

30. * Instructional Support Staff 

31. Clerical Support Staff 

32. Adequacy of Instructional 
Equipment 

33. Maintenance and Safety of 
Equi pment 

34. Adequacy of Facilities 

35. Schedulinq of Facilities 

36. Instructional Materials and 
SUppl ies 

37. Learning Resources 

38. Advisory Committees 

39. Operating Budget 

40. Equipment Budget : 





T ri 



Michigan Gorhrhdhity Golleges 

SUMMARY PRGFitE 
BY SITE VISIT TEAM 

Form B (4-1) 



College. 
Program. 




COMMENTS 

(Team records strengths 
arid rieeds for irtiprbve- 
rrient) 



GGAbS ANDOBJEGTIVES 

1. Participation in Developnrient of Coliege 
Occupational Education Program Plan 

Exce//e/7f — Admihistratdrs arid/or other supervisory personnel 
involved in developing and revising the college pjanforjhjs 
dccupatidnal program seek and respond to faculty, student 
and community mput. '__ 

Poor — Development of the plan for this program is basically 
the work of one or two persons in the college^ 




Program Goals 

Excelteni — Written goals for this p/o^ram state re^^ _ 
outcomes (such as planned enrollments, completions, place- 
Cnejltsland are used as one measure of program 
effectiveness. 

Peer— No written goals e xist for this pr ogram. 



r 



3. Course Objectives 

£xce//e/77 — Writte n mea_su/a ble_obiectiyes have been devel- 
oped for all occupational coucses in this program and are 
used to plan and orphize instruction.^^ 
; Poor — 'No written objectives have been developed for courses 
in this program. 

4. Gompetency Based Performance Objectiv s 

gxce//en Co m pete n c v ba sed performance objectives are 
dh file in writing, cdnsisterit with employment standards, 
and tell students what to expect and help faculty pace 
instruction. 

^or— Competency based performance obiectlves have not 
been developed for courses in this program: 



r 



Use of Competency Based Performance 
Objectives 

^ Exc e Uent — Competehcy based perform a nee object iva :> a re 
distributed to students and used to assess student progress. 
Poor — Competency based pArfpirnsnoe objectives are r»ot 
used with students for progress evaluation nor are studeo^5 
aware tha t they exist, 



6. Use of Information on Labor Market Needs 

£xce//enf — Cu r rent data on la bpj^ma rket need s and e mergi ng 
trends in job openings are systematically used in developing 
and evaluating this program. 
Poor — Labor market data is not used in planning or 
evaluatlqrL . 

7. Use of Information on Job Perforrhance 
Requirements 

£xce7/ e nf — Cu rre nt _da ta g n j o b pe rf q r ma n ce req u i re m e ri t s 
and trends are systematically used in developing and evaluat- 
ing this progra^m arid conterit df its cdurses. 
Poor — dob performance requirements information has not 
been collected for Use in plaririirig and evaluating: 
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PBOE 

MICHIGAN COMMUNITY COLLEGES. 

FORM C(2) ■ SUMMAR^QE-SXUDENT RESPONSES ON PROE FORM 2 
N 



1.1 Course Available arid 
Conveniently Located 

1.2 Realistic rrerequisi tes 

1.3 Moderate Cost 

2.4 Written Course Objective 
Available 

2.5 Written Course . jctive 
Describe Learning 

2.6 Written Course Objective Used 
to Inform of Progress 

3.7 Teaching Meets Occupation 
Objective 

3.8 Teaching Developes Job "Skills 

4.9 Related Course Pertinence 

4.10 Related Course Current 

5.11 Work Experience Available 
Convenient Locations 

5.12 Work Experience AvaTiable 
Day/Evening 



5: 13 Work Experienc^ Coor:^ -^ith 
Instruct 



5.14 Work Experience Coord v-i t:h 
Employer Supervi^.^on 



Poor Below Accept. Good Excel 
Expect 



Don't 
Know 



Show % respons^-4^i-each-j^atinq. Line median 
n 5 iS -3 4 



\ 
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PROE ^ 

MICHIGAN COMMUNITY COLLEGES 



FORM D(3) SUMMAR^4^-^J3i3RY COMMITTEE RESPONSES ON PROE FOM-a 



N I'f 



1.1 Program Cdritent Based on Entry 
Level Job Skills. 

1.2 Students Provided Job Application 
Experi^ince. 

1.3 Responds to Upgrading and 
Retraining Needs. 

1.4 Kept Current with Changing dob 
Practices . 

2.1 Equipment Well Maintained. 

2.2 FqUipment Current and 
Representative 

2.3 Facilities have Adequate Lighting, 
Ventilating, Heating, Power, etc. 

2.4 Sufficient Space Allocated. ) 

2.5 Health and Safety Standards Met 
4.10 Placement Services Available 
4.irJab Opportunities Exist 

5.12 Fallow-Up Shows Students Prepared 

5.13 College Collects Information on Job 
Success of Former Students. 



Poor Below 
Expect 



Accept. Good ^Excel 



Don*t 

Know- 



Show % response in each rating. Line medi an 




4^ 



5.14 Fol low-Up, Information Used to 
Review and Revise Program. 
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PRBE 

MIEHISAN GBMMUNIT? GBbbEGES 

ANALYSIS GF STANDARDS BF PROGRAM QUALITY AND RESPONDENT GROUP INPUT 



PRBGRAM STANDARD 


RESPONDENT 
FORM # 


FACULTY 
1 


STUDENT ■ 

2 


ADV.COHM. 




std. # 


Standard # 

(Key Punch #) 


5tandard ff 
(Keypunch #) 


P;^r''f"'!r'ir*;^1'"irih "in Hpv/plnni i fl F 

■ CIiLi^lpClUIUli III UCZVCIUIJi J \J«L-« 


1 






Prhnrarn Rdal^ 


2 






r h 1 i Q p Oh i p r 1" T V/ p ^ 


3 






rnrhripl'prir v R^i^pH Ppr'fnrmahcp ' 

O^IIILiC 11 >> y L^UOCU l^^l I \J I f\ lU live 

nh4 pr 1" i vp^ 


4 


: 2(4)(6) 


iW 


IJ^p rif CnmbPtprirv Based Pprforrnaricp Objectives 


5 


2(5) 




I fihnr Market Inforrnatiori 


6 






Job Perf drmdhce Recjui rernehts Information 


7 






Prh'pp^ ^ i nri / 1 ridn^ trv S tanda rd^ 


8 






Use of student Follow-Up Information 


9- 


1 




Adaptation of Instruction 


10 


3 






Relevance of Supportive Courses 


11 


4 




Coordination with Agencies & Programs 


12 






Provisiofi for Work ExperieRC^ 


13 


■ 5 


1(2) 


Program Avai 1 abi 1 i ty S Accessitnlity 


14 


1 




Provision f^or Disadv^ntsged- 


15 ^ 







Provision for H^rrficafjpBd 


16 


- 




Efforts to— Achieve Sex Equity 


17 






Provision for Program Advisement _ 


18 


■ 6(16) 




Provision for Ca^^er P1arwting-ii Guidance 


19 


6(17) 




Adequacy of Care ^_lann-ing & Guidance 


20 


6{15){2e) 




Provision for Enip i oyabi 1 i ty Information 


21 


6(18)(19) 






22 


8 


4 


St ud^nt^ FoUow- * p Sys tem 


23 


7 


5 


P-Tog-rajTL Promotion _ 


24 






- Provision for Leadership & edordihatioh 


25 






OuaJJ-fi cations of Administrators 


25 







I-nstruc-tional Staffing 


27 


9(29) 




Qualificat-icns-^f Instructional Staff 


28 


9(28)(30) 




Professional Development Opportunities 


29 






Use of Instructional Support -Staff 


■in 


lU 




Use of Clerical Support Staff 


31 








Adequacy & Availability of Equipment 


32 


12(37)(38) 


. 2(6j 


1 


Maintenance & Safety of Equipnient. 


■ -33 


12(39) 


2(5) 




Adequacy of Instructional Facilities 


34 


11(33-35) 


3 


Scheduling of Instructional Facilities 


35 


■11(36) ' 




Instructional Materials & Supplies 


36 


13 




tearni ng^ Resources 


37 






Advisory Committees 


38 






Operating Budget 


39 






Eq^uJjDment Budget 


40 






OPEN END STRENGTHS & NEEDS 


X 




X 
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APPENDIX r 



REPORT OF SELF STUDY (Sugyested Format) 

College: Date of Self-Study: 



Program :__ 

Self Study 
Coordinator: 



(Name) 



(Title) 



Number of Self -Study Participants 



Facul ty 
(Form 1) 



Students 
(Form 2) 



Advisory Committee Members 
(Form 3) • • 1/ 



Full Time: 



Part Time: 



Division/Department Chairs 



Others, specify: 



General Comment.^ or Factors Influencing Self-Studiy: 



ATTACHMENTS: 
Form A(l) 
Form bU-1) 
Form e(2-)' 
Form D(3) 



Tabulation of responses oh Form i;^ 

Profile of median responses from' Form 1 and Team consensus. 
Jabulation of Student responses. 
Tabulation of Advisory Committee responses. 



Site Visit Team Profile and Validation Report 

ebrrelatioh of Responses by All Participants; to Certain Key Standards 

: 31 . / 87 



REPOftT OF SELF-STUDY (Continued) 



Major Areas of Strength: 

(Listing of approximately ten standards rat^^d the highest by the self-study 
participants). 



Priority Needs for Improvement: _____ * , , 

(Listing of approxim'ately ten standards rated lowest by the self-study participants 
and which, if improved, would have greatest impact on the quality of occupational 
education). 



College 
Program 



occupftTioit mmm 
mmm 





Action Objective. 
(Priority Ranked) 


Estimated- 
ftdditional 
Resources . 
[e.g., People, 
Facilities, 

HqU 1 pillcilC 


Estimated ■ 
fldditiuiial 
Budget 1 


Assignment of 
Respsibiiity 
.(Name, Title) 


Initiation 
Date 


Gompletion 
Date 










-■ 






w 


• 




• 










• 








i 


J: 


1 \ 


1 








i 

j ./ 
1 



^ APPENDIX 'K 



P_ROE Feedback Letter 
(On College Letterhead) 



(Date) 

To: All Staff Participants, PROE Self -Study 
From: (College President) 



Please take a few minutes of your time to fill out the attached survey form. 
Its purpose is to help determine the effectiveness of the services provided 
through PROE to assist us in our recent occupational education self-study. 

I would appreciate your returning your completed form (Place) in the^ 
numbered envelope, sealed for confidentiality^ by (Date). 

Thank you for your cooperation. 



NOTE: This request for information should be distributed only to persons who 
completed PROE Form 1. 
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Date 



Gotiege 



FEEDBACK ON PROE FROM PARTICIPATING COLLEGE PROFESSIONALS 



PI \Vs goal is to improve the quality and availability of occupational education by assisting a 
coii- ge in identifying its occupational program strengths and needs for improvement. 

We would appreciate your views on your college's PROE self-study. Use back of page 
and additional sheets as necessary. Use the return envelope provided. These envelopes 
will be returned unopened to the Michigan State Department of Education for analysis. 
Tabulations and your verbatim responses (typed to insure confidentiality) will be 
returned to your college president and, if applicable, to the PROE team members who 
visited your college. 

1. What is your general reaction to your collegers PROE self^tudy? 

Poor Below Expectations Acceptable Good ExceUeht 



2. a. Were the items you were asked to rate appropriate? Yes No 

li UOy please list your suggestions for change. 



b. v^ore stand ^.rds for program quality that were not rncluc.dci? Yes No 

If Yes, please list below your suggestion(s) for additional program standards. 

3^ Wnat is your general reaction to the PF^OE validation visit portion of your college's 
self-study (if applicable)? 

Poor Below Expectations Acceptable Good Excellent 

4. What IS J our reaction to the written report provided for your program? 

Poor Below Expectations Acceptable Good Excellent 

5. What is your reaction to the Action Plan developed by your coUege self-study committee? 
Poor Belov Expectations Acceptable ^ Good Excellent 



6. Do you have "nv other suggestions on PROE? Yes No — — — 

If Yes, please respond below. Use back of sheet and/or extra sheet if necessary. 



During the PROE self-study, I participated in the foUowirig ways: (Please Check) 



Attended Orientation Meeting 
Completed a PROE self-study 



Attended Team's Oral Presentation 




Was interviewed by Team Member 



None of these 



Name and Title (Optional) 




EKLC 



APPENDIX h 



College- 



PROE 

MICHIGAN eOMiVltJNitY eQbtEiSES 



Progrdm(s) 



ANa COORPINATINn STAFF FQR PRQE SELF-STUDY AND VALIDATION VISIT 



Steps 



Action 



Gollege requests PROE 



College appoints self^study 
cbdrdihatbr and committee 



Planned 
Schedule 
(Weeks from 





- 13 



- 13 



Dates 



Advance Planning 



- 12 



College appoints validation team 



- 12 



Orientation 



- 10 



Completion of self^tudy instruments 



- 8 



Self-study tabulation arid analysis 



- 6 



College CQrhpletes valid£j.Ion schedule 
and sends to Site Visit Chair 



- 4 



j!ation team visits college 



- 2 



10 



11 



12 



13 



Written report distributed 



Cc'tiegv«^c6mpletes action plan 



+ 2 



College feedback 



+ 2 



Assessnient of action plan 
accomplishments 



+ 1 Year 



PROE COORDINATING STAFF: 





Name 


Telephone 


Site Visit Chairperson 






College Self-study Coordinator 






Self-study Committee 












..... 










College Address 


Team Chi.irperson's Address: 
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APPENDIX M 



PROE 

MICHIGAN eOMMUNITY COLLEGES 

PROE DETAILED VALIDA11QN VISIT SCHEDULE 



This detailed validation visit schedule is designed for a team of three. Normally 
this is all that will be required for validation of a stagle-pgo^'am self-study. If it 
is used for a larger or smaller team, it should be mcdified by the team 
chairperson and college coordinator when {hey plan for the team visit. 



IMPORTANT; The interviewing pattern is to be determined by the 

validation visit chairperson and college self-study coordinator. This form 
should be adapted to their requirements. 
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PROE DETAILED VALIDATION VISIT SCHEDULE 



College 

Program 

Dates 



Day Date 



/ 



Site visit team meets for training and teeim organization meeting at 
motel. 



Day Date 



8:00 to Overview orientation tour of ca .vpus. 
8:45 A.M. Start from 



Meeting Place 
Tour Host: 



Name , Title 

9:00 tp Individual Interviews (one team member interviews one key college 

9:45 A.M. reprosentative. Also see 8:00 A.M. follo\ying day.) 1/ 

3/ 



Room 


College Represent 


ative- 


Team^emJ 
















Name 


Position 









1/ Examples: President j dean of instruction, dean of student services, occupational dean, 
division/department chair. 

2/ To be completed by college contact prior to site visit. 

3/ To be completed by team chairperson at sue vLsit team organization meeting. 



2 

19;00 to Individual and/or Group Interviews (Qne team member interviews 

10;45 A.M. 1-3 college representatives; e.g., instructor-cjDbrdiriators,_bccupation^ 

instructor?, counselbrs, placement staffs jbb developers. Interviews 

should be held in respondents' work environments). 

Room College Reg^resentatives — T eam Member — 

Name Position 



11:00 to Individual and/or Group interviews (Continued. See previous instruction). 

11:45 A.M. 



7ci 



12:60 to Luncheon (typically on campus with president and key staff). 

1:60 P.M. Specify detail if a planned luncheon. 



1:00 to Individual and/or Group Interviews (Continued. See previous instruction). 

1:45 P.M. 



Rooni College Repre sentatives team Members 



Name Position 



EKLC 



2:00 to Team members work on individual assignments, e,g., special inte^^^ 

4:45 P.M. examination of facilities and/or documents, visits to work stations and 
employers, interviews with students individually or in groups. 

Assignment (See^ rm 4) Team Member 

Goals and Measurable Objectives ' 

Processes 

.; , Resources . - 

Information for written report 



5:00 to__ ^ Teami members (at motel) individually fiU in their paints of ^ eSd outline 

6:00 P.M. their perceptions c f strengths and needs for improvement related to these parts. 

6:00 to Team meets for preliminary synthesis of Form 4. 

7:00 P.M. 

7:00 P.M. Dinner 
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8:00 P.M. . Team meets f-^r g :imrnary ident : ; ■ -brr :■■[ major strengths and critical 



impfovemeht needs for utMizati:^n r i^j^ written reports, 
written report is outlined ^hd draftir- ^1 vs information rcgi 



Information for 
cgins. 



***** 



Day Date 



8:00 to Individuallnterviaws. (Continued. Soe Footnote on Page 1). 

8:45 A.M. 

;.^ Mn -College Representative Team Member 



Name Position^ 



9:00 4o Individual Assignments (Continued. See previous instruction). 

12:00 P.M. Chairperson or designate completes drafting information for written 
narrative report. 

12:00 P.M. Luncheon (No organized luncheon). 

1:00 to Team members meet to reach consensus on Form 4^ plan details for 

2:45 P.M. oral report, and review draft of information for written report. 

3:66 to PROE oral presentation. Location — 

4:60 P.M. 



4:15 to Team meets to complete debriefing. Location- 

***** 



Distribution 

Chairperson 

CoU^e Contact . 

Michigan State Department of Education 

To be reproduced by colleg:e for distribution to each team member at organization meeting 
unless otherwise specified by chairperson. y ^ 



APPENCriX N ~ 



ARRANGEMEt^TS CHECK-OFF LIST 
1. Hotel AccbmrnckJations for Team 



a. Request commercial or "state" rates. 

b. Two nisrfits (i.e., site visit tues;-Wed;, 12/3 & 6, reserve rdbrns Jor Monday-Tuf sau>, v 
12/4 &^5). . , i 

c. Rirom airangeme preferred: Singles for each team member^ plus siiite for chairr 
P??son f or use as rneeting room; or, all singles, plus conference rdOm. (If unavailable, 
neixt best thing). Specify below. 4n-all-cas es , rooms should be in cl ^^prQ>Qfflity.' 

d. Make all reservations in name of college to be visited and guarantee late 
arrival. : ; ; . 



'Nupiber of rooms required: Chairperson^s accom^^npdations plus singles. 

Number of rooms reserved singles (§. $ ^ including tax| and 

@ $ , including tax. . . 

Hotel — Phone ( ) ^ 



Address- 



Nearest Airport - 

Transportation available from airpOTt to hotel: ^Specify type and rate) : _ _ 

Collie Secretarial Contact During Site Visit (Should be someone able to take messages 
for telim members and locate therrl during site vistji if necessary). 



Name ^ Office Phone 

Information Materials Required 

Perr::^ at college responsible for preparing materials for mailing and for tefim meeting 
room: 

Name Phone 



a. To be mailed direct to each team member, upon receipt. 

Team . ' 

College Catalog (Enter number of members) 

Program Curriculum , 

Class Schedule 

Camjius aJid Community Maps ^ 

PEyking Permits 

Staff <5c Enrollment Forms ~ 

CoHege Voc. Ed. Plan 

b. To be available for team review in team meeting room on campus^, (Single copies only). 
Budt^at ^ Campus/district telephone book 

------- - t3 

Advisory CdiftimiUee Minutes List of advisory committee members and 

telephone numbers. 
Faculty Handbook - - 

7 J ether 

Organizational Chart 
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